tj.:é Child and Adolescent Health Service CAHS PoIicy Manual

POLICY

Fitness for Work

Scope (Staff): | All employees
Scope (Area): | Child and Adolescent Health Service (CAHS)

This policy does not apply to work related injuries.
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Aim

To support employees and managers of the Child and Adolescent Health Service (CAHS)
achieve and maintain a safe working environment.
Background

The policy supports the WA Health Code of Conduct, CAHS Occupational Safety and
Health policy and the Employee Health Infections policy.
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https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Employment/Mandatory-requirements/Conduct-Ethics-and-Integrity/Code-of-Conduct
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Fitness For Work
Risk

Failure to comply with this policy may compromise the organisation and the individual’s
obligations in relation to the duty of care to patients, employees and visitors, under the
Occupational Safety and Health Act 1984.

Definitions
Term Definition
Fit for Work A person is able to undertake their duties, tasks and responsibilities

of their role to the normal level of functioning and without any
physical or mental health conditions that diminish their level of
functioning below the level at which work is normally performed. For
employees with identified and recognised disabilities, the level of
functioning required is to the standard normally expected on a
regular and ongoing basis.

Non-work related | Anillness or injury (including physical or mental health condition)
injury or illness that does not arise out of the course of employment.

Principles

e CAHS is required under the Occupational Safety and Health Act, and is committed
to the provision of a safe working environment at all CAHS sites and workplace
locations.

e CAHS employees are to be fit for work at all times in the workplace. Upon
presentation for work and at all times in the workplace, an Employee is to ensure
they are fit to perform all tasks required of them to the standard specified. For
employees with identified and recognised disabilities, this means to the standard
normally expected on a regular and ongoing basis.

e CAHS managers will ensure any non-work related injuries or illnesses have been
identified and assessed to ensure controls and management processes are in place
to adequately eliminate or reduce any risks to the safety, health and wellbeing of
the Employee, their colleagues and/or patients and visitors.

e Managers should consult with CAHS Human Resources (HR) when considering
implementing control measures for employees either deemed not fit for work or
where a reasonable belief is formed an Employee is not fit for work. Assessment
and Control measures may include, but are not limited to, the following:

1. Seek further information on the medical status of the Employee. This may
include requesting medical information be provided by the Employee;

2. Seek an independent medical assessment of the Employee; and/or

3. Arequirement to cease duties and leave the premises.

e First aid and/or emergency medical attention will be provided immediately to any
employee in need of medical attention.

e Managers will liaise with CAHS HR on issues related to pay and entitlements
where:
1. An Employee has been required to leave the premises; and/or
2. If medical information or an independent medical assessment is being
obtained for an Employee.
e CAHS managers will ensure they have the delegated authority for any decisions or
actions taken in compliance with the CAHS Authorisation Schedule.
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https://cahs-healthpoint.hdwa.health.wa.gov.au/directory/financebusiness/Pages/Authorisation-Schedules.aspx

Fitness For Work

Specific Hazards / Fitness for Work Issues

Employees are responsible to ensure that their ability to safely and professionally perform

their roles is not impacted by:
o Ongoing or underlying medical conditions;
o Temporary short term illnesses or injuries;
o0 Prescribed and Non prescribed medication;
o0 Alcohol and/or prohibited substances; and/or
o Fatigue.

Ongoing or Underlying Medical Conditions

e All employees must undertake a pre-employment health assessment (PEHA) in
accordance with the criteria listed within the CAHS PEHA policy.

e Employees are required to disclose any medical conditions impacting work
performance to their line manager either prior to commencing employment (through
the PEHA) or during their contract of employment for new conditions.

e When an Employee is unable to fulfil a requirement of their role due to a medical
condition, the Employee is required to provide evidence to the employer’s
satisfaction.

e The Employer may direct an Employee to attend a medical assessment to ascertain
an Employee’s ability to fulfil a requirement of the role.

e Management must review medical information provided by an Employee, and apply
a risk management process to determine the appropriate control management
strategy.

e If an employee is unable to carry out their contractual obligations based on an
existing or new medical condition that may be long term or permanent, Managers
should liaise with HR as soon as possible.

Temporary Short Term lliness or Injury

e An Employee with a temporary short term iliness or injury that would negatively
impact upon the safety, health and wellbeing of either themselves or other persons
is to advise their line manager immediately.

e Employees who do not attend the workplace due to a temporary short term iliness
or injury, or are unable to fulfil a requirement of their role due to illness and injury,
must produce medical evidence consistent with the terms of the applicable
industrial award and/or agreement.

e Please refer to the Employee Health Infections policy and the Health Screening and
Immunisations policy in relation to specific infection control issues.

Prescribed and Non Prescribed Medication
e Prescribed and non-prescribed medications must only be used in accordance with
medical and manufacturer’s instructions.
e Employees who bring medication into the workplace;

1) must only bring sufficient medications into the workplace to fulfil their short
term needs; and

2) are responsible for their safe storage.
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Fitness For Work

e |If an Employee’s performance or functioning is considered diminished due to the
taking of prescribed or non-prescribed medication, using a risk management
approach, the Manager is required to assess, control and manage the risk to the
safety and health of people within the workplace.

e Control measures should be implemented immediately and can include: restrictions
on tasks or duties, direction to leave the workplace, and/or request for further
medical assessment.

e This is to be read in conjunction with the PMH Visible Medical Treatment: staff and
volunteers policy in relation to self-administered medications for employees.

Alcohol and Prohibited Substances

e If there is reasonable suspicion an employee’s performance or function is
diminished due to the influence of alcohol or prohibited substances, using a risk
management approach, the Manager is required to assess, control and manage the
risk to the safety and health of people within the workplace.

e Control measures should be implemented immediately and, as a safety risk
measure, can include immediate removal from the workplace.

e Suspected breaches of discipline cannot be dealt with under this policy and must be
dealt with in accordance with the Discipline Policy.

Fatigue

e Managers must consider the effects of fatigue on employees whenever rostering,
allocating overtime or on call duties.

e Employees have a responsibility to avoid behaviours and/or practices that may
contribute to the development of fatigue! and they have responsibility to ensure
they are fit for work upon presentation and during work.

e |tis the Manager’s responsibility to manage the fatigue levels of employees within
their area. Employees exhibiting signs of fatigue at the beginning of their shift
should be assessed by the Manager and appropriate action instigated, for example
use of personal leave for the shift.

e Where an employee is sent home, the Manager should arrange for safe travel
home. Where appropriate, taxi vouchers should be made available for employees if
there is a risk to their safety by driving home and no other means are available.

e |tis the Employee’s responsibility to declare engagement in additional employment
by completing a Request to Engage in Additional Employment form.

e Refer to the CAHS Fatigue Management policy.

Independent Medical Assessments

e CAHS may determine an independent medical assessment is necessary to
determine if an Employee is fit for work. Any actions for medical assessment will be
in accordance with the applicable awards and agreements.

e A decision to proceed with a medical assessment must be undertaken by the level
of management as outlined in the Uniform Human Resource Delegations for WA
Health Entities (unless otherwise specified in an industrial award or agreement),
and the process is to be facilitated by CAHS HR.

e A recommended Occupational Physician/Specialist service can be utilised by
managers to assist in fitness for work determination for complex cases. Managers
must liaise with CAHS HR to initiate this process.
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https://healthpoint.hdwa.health.wa.gov.au/policies/Policies/CAHS/PMH.PM.VisibleMedicalTreatmentStaffAndVolunteers.pdf
https://healthpoint.hdwa.health.wa.gov.au/policies/Policies/CAHS/PMH.PM.VisibleMedicalTreatmentStaffAndVolunteers.pdf
https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Employment/Mandatory-requirements/Conduct-Ethics-and-Integrity/Discipline-Policy-with-Explanatory-Notes-and-Template-Letters
https://healthpoint.hdwa.health.wa.gov.au/search/pages/formresults.aspx?k=D18
https://ww2.health.wa.gov.au/%7E/media/Files/Corporate/general%20documents/CAHS/WorkforcePolicies/FatigueManagement.pdf
http://www.health.wa.gov.au/circularsnew/Employment.cfm
http://www.health.wa.gov.au/circularsnew/Employment.cfm

Fitness For Work

Contractors, Volunteers and Non-employees

e All CAHS managers will identify and remove any contractor, volunteer and non-
employee, undertaking work or work-related duties within their department from site
if there is reasonable suspicion that they are not in a fit and proper condition to
perform their duties.

e CAHS will notify the appropriate employing authority or organisation responsible,
and reference will be made to the appropriate policy governing these groups.

Compliance
e Each CAHS Directorate will be responsible for monitoring the requirements to be
met within this policy.

e Breach of this policy may result in disciplinary action under the Notifying Misconduct
Policy and Discipline Policy and Explanatory notes.

Legislative Obligations

e There are legislative obligations in relation to this policy and non-compliance may
result in penalties being applied. Refer to Occupational Safety and Health Act 1984,
Part Ill, Division 2, Sections 19, 20 and 22.

e For employees registered with AHPRA, under the Health Practitioner Regulation
National Law, the Professional Board/Body may require the Practitioner to undergo
a health assessment if it reasonably believes that the Practitioner has, or may have,
an impairment that does or may adversely affect their capacity to practice?.
Penalties may apply if it is found that the Practitioner has obtained their registration
by giving false or misleading information, regarding their capacity to carry out their
duties.

Roles and Responsibilities

Role Responsibility

Employee e Ensure they are fit for work. This includes when presenting to
work or carrying out work-related activities, ensuring their
functioning is not diminished in a manner which will potentially
impact upon the safety, health or wellbeing of themselves or
other persons.

e As soon as possible, inform their manager if there has been a
change in their capacity/fitness, either on a temporary or
permanent basis.

e As soon as possible, inform their Manager if they are taking any
medication that may affect their fithess for work.

e Encourage colleagues to disclose fitness for work issues.

Manager e Promote workplace health, safety and wellbeing.

e I|dentify, address and minimise workplace hazards and other
factors that may contribute to compromising an Employee’s
fitness for work.

e Ensure compliance with duty of care obligations to patients,
employees and visitors, under the Occupational Safety and
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https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Employment/Mandatory-requirements/Conduct-Ethics-and-Integrity/Notifying-Misconduct-Policy
https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Employment/Mandatory-requirements/Conduct-Ethics-and-Integrity/Notifying-Misconduct-Policy
https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Employment/Mandatory-requirements/Conduct-Ethics-and-Integrity/Discipline-Policy-with-Explanatory-Notes-and-Template-Letters
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a555.html
https://www.ahpra.gov.au/Notifications/Further-information/Guides-and-fact-sheets/Health-assessments.aspx

Fitness For Work

Health Act 1984.

¢ |dentify, control and manage an Employee’s fithess for work in
consultation with HR in accordance with this Policy and the
Manager’s Guide, undertaking early intervention where
applicable.

e Ensure that appropriate support is offered and made available to
employees to manage their fitness for work, including access to
the Employee Assistance Program.

e Consult with HR for guidance in managing fitness for work
matters and in developing management strategies.

Human Resources | e Provide advice to managers and executive on managing fithess
(HR) for work issues and options available to employees.

e Correspond with GP/Occupational Physician and/or arrange
Fitness for Work Assessment as required.

e Provide ongoing consultancy throughout return to work period.

Occupational e Provide subject matter expertise in reviewing medical
Safety and Health information/diagnoses.
(OSH)

e Provide Job Safety Analysis (JSA)/duties register if necessary.

e Conduct work area assessments during first week of return to
work if required.

e Support Managers in drafting a Temporary Work Plan for non-
work related injury/fitness for work cases.

e Provide support for first 4-6 weeks of return to work. Ongoing
case management remains within the Manager remit.

CAHS Policy Manual Page 6 of 9


https://cahs-healthpoint.hdwa.health.wa.gov.au/workingatcahs/ESE/Pages/Employee-Assistance-Program.aspx

Fitness For Work

Process from Identification to Management

* A Manager who has reasonable suspicion that their Employee may be\
impaired on presentation to or during a shift needs to identify the issue
and take action. A Fitness for Work concern may also include an
Employee returning to work after an extended period (3 months);
frequent personal leave; physical/mental struggles in undertaking duties;
reports ongoing physical restrictions from doctor.

* Employees are to advise their Manager if they have a medical condition
or are taking any medication that may affect their fitness for work.

* Employees who have reasonable suspicion that another Employee may
be impaired should report this to their Manager immediately.

\
» The Manager must assess the situation and take action immediately to
prevent injury to the employee, other employees or patients/visitors. They
should also advise their own Manager.
» Refer to the CAHS First Aid Policy immediately if medical attention is
required.

_J

» Refer to the CAHS Managing a Non-Work Related Injury/Fitness \
Condition - A Manager's Guide.

» The Manager should consider appropriate control measures which could
include: exclusion from the workplace; limiting the employee's tasks; or
referral for medical review. Advice can be sought from CAHS HR.

* Where an employee is sent home, the Manager should arrange for safe
travel home. Where appropriate, taxi vouchers should be made available
for employees if there is a risk to their safety by driving home. j

» The Manager should liaise with CAHS HR to determine the best way to
manage the Employee's fitness for work.

» Management must review medical information provided by an Employee
or treating physician and apply the risk management process to

|V|a nage determine management strategy.

» Refer to the Notifying Misconduct or Disipline Policy if applicable.

_/
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Fitness For Work

Related internal policies, procedures and guidelines

Labour Hire Management Pregnancy and Safe Work

Incident/Hazard Reporting Pre-Employment Health Screening

Occupational Safety and Health Transport — Staff and Non Passenger
Journeys

Employee Health Infections

References

1 CAHS Fatigue Management Policy

2 Health Practitioner Regulation National Law (WA) Act 2010, Part 8 s.140, 141 and 142

Useful resources (including related forms)

Code of Conduct

Managing a Non-Work Related Injury/Fitness for Work Condition: A Manager’'s Guide

Public Sector Commission. Guidelines for Retirement on the Grounds of Ill Health 1994

WA Health Awards and Agreements Library

Uniform Human Resource Delegations for WA Health Entities

Supporting good mental health in the workplace

Assessing Fitness to Drive
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https://ww2.health.wa.gov.au/%7E/media/Files/Corporate/general%20documents/CAHS/WorkforcePolicies/LabourHireManagement.pdf
https://ww2.health.wa.gov.au/%7E/media/Files/Corporate/general%20documents/CAHS/WorkforcePolicies/PregnancyandSafeWork.pdf
https://ww2.health.wa.gov.au/%7E/media/Files/Corporate/general%20documents/CAHS/WorkforcePolicies/IncidentHazardReporting.pdf
https://ww2.health.wa.gov.au/%7E/media/Files/Corporate/general%20documents/CAHS/WorkforcePolicies/PreEmploymentHealthAssessment.pdf
https://ww2.health.wa.gov.au/%7E/media/Files/Corporate/general%20documents/CAHS/WorkforcePolicies/OccupationalSafetyandHealth.pdf
https://healthpoint.hdwa.health.wa.gov.au/policies/Policies/CAHS/PCH.PM.TransportAssistanceForStaff.pdf
https://healthpoint.hdwa.health.wa.gov.au/policies/Policies/CAHS/CAHS.INFECTCTRL.EmployeeHealthInfections.pdf
https://ww2.health.wa.gov.au/%7E/media/Files/Corporate/general%20documents/CAHS/WorkforcePolicies/FatigueManagement.pdf
http://www.parliament.wa.gov.au/parliament/bills.nsf/34ECFB60383D0C144825817D00404F8D/$File/BB020-1.pdf
https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Employment/Mandatory-requirements/Conduct-Ethics-and-Integrity/Code-of-Conduct
https://cahs-healthpoint.hdwa.health.wa.gov.au/workingatcahs/human_resources/Documents/CAHS%20Managers%20Guide%20-%20Non-Work%20Related%20Injury-Fitness%20Condition.pdf
https://publicsector.wa.gov.au/public-administration/structural-change-management/guidelines-retirement-grounds-ill-health
http://www.health.wa.gov.au/AwardsAndAgreements/
http://www.health.wa.gov.au/circularsnew/pdfs/13286.pdf
https://publicsector.wa.gov.au/sites/default/files/documents/supporting_good_mental_health_in_the_workplace.pdf
https://www.commerce.wa.gov.au/sites/default/files/atoms/files/assessing_fitness_to_drive_2013.pdf
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